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Responding to Electronic RFQs 

What do I need to participate? 
In order to retrieve an electronic RFQ, you need to be registered in Oracle and have an active 
iSupplier account.  If you need assistance registering your company or getting an iSupplier account, 
you can contact the Supply Chain Help Desk at (505) 284-4743 or phdesk@sandia.gov.  They will 
ask for information including:  your company name, company tax identification number, contact 
information, etc. in order to assist you. 

How do I login once I have my account? 
Once the Sandia administrator approves your registration/account request, an e-mail will be sent to 
you titled “Sandia National Laboratories Supplier Collaboration Network”. Select the hyperlinked 
text “Oracle Applications System” in the body of the e-mail to navigate to the login screen. 
**NOTE: The provided password is single use only, you will need to change your password after 
your first login.** 
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Responding to Electronic RFQs 

 
 
 
 
 

Login to Oracle 
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1. Navigate to login screen (click 
the link from the registration 
confirmation email, or go to 
https://oracleapps.sandia.gov:880
7/OA_HTML/AppsLocalLogin.js
p  ). 

2. Enter Username and 
Password, click “Login” 

 
 
 
 

Change your Password 
 
 
 
 
 
 
 
 
 

1. Change your Password 
(required upon 1st login to the 
system, only) 

 
2. Click Apply 

 
 
 

KR July 2007  

https://oracleapps.sandia.gov:8807/OA_HTML/AppsLocalLogin.jsp
https://oracleapps.sandia.gov:8807/OA_HTML/AppsLocalLogin.jsp
https://oracleapps.sandia.gov:8807/OA_HTML/AppsLocalLogin.jsp


Responding to Electronic RFQs 

How can I see all the RFQ’s I’ve been invited to? 
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1. From the Home screen 
(shown right), click on the tab 
labeled “Negotiations.”   

2. That will take you to the 
Negotiations screen (see next 
step below) where you will see 
all open RFQs for which you 
have been invited to; in 
addition to all quotes which 
you have already submitted for 
other RFQs. 

 
 
How do I view an RFQ? 

 
 
 
 
 
  
 
 
 

From the Negotiation screen, 
(shown right) look under the 
section labeled “Your 
Company’s Open Invitations.”  
Click on the Number for the RFQ 
you wish to view.   

 
 
 
 
 
 
 
 
 
 
 
 
 

The details of the RFQ are spread 
over three tabs: Header, Lines, 
and Controls.  To view the entire 
RFQ, click on each tab and view 
its corresponding screen.  BE 
SURE TO download the contract 
from the Header tab under the 
section labeled “Notes and 
Attachments.” 
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Responding to Electronic RFQs 

How do I download an attachment from the RFQ? 
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Once are viewing the RFQ, you 
have several options available in 
the “Actions” drop-down menu as 
shown.   
 
1. You have the option to 

notify Sandia of your 
intent to bid by selecting 
Acknowledge 
Participation. (select, 
then click “Go”) 

 
2. To prepare a quotation, 

select Create Quote, 
click “Go.” 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

1. While you are viewing the RFQ, 
scroll down to the Notes and 
Attachments section (as shown 
on right—can be found under 
the Header tab or the Lines tab). 

2. Click on the name of the file. 
3. Select whether you would like to 

Open or Save the attachment. 
 
 
 
 
 
 
 
 
4. View the attachment. 

 
 

How do I respond to an RFQ? 
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Responding to Electronic RFQs 

 
How do I Create a Bid/Quote? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 

 
 
 

1. While viewing the RFQ, select 
“Create Quote” from the action drop-
down menu on the top right of the 
screen. (as shown above) 

2. Click the calendar icon in Quote 
Valid Until box and select date.  

3. (Optional) You can add one of your 
internal tracking numbers as the 
Reference Number. 

4. (Optional) You can add a Note to 
Buyer. 

5. To Add Attachments/Quote 
Documents click on “Add 
Attachments” button and follow the 
instructions to add a file, URL, etc.   
When you are done, click “Apply.” 

6. In the Lines section, you can enter a 
Quote Price.  (Total price of the 
goods and/or services for the total 
quantity quoted in the “Quote 
Quantity” box.) 

7. Click in the Quote Quantity box, 
which will default to target quantity. 
(If the amount you are quoting is 
less than Target Quantity, enter it 
here.) 

8. Click on the calendar icon to select 
Promise Date. 

9. Select Continue to go to next step 
which will give you the option to save 
your quote as a draft, or submit your 
quote. 

 How Do I Submit My Quote? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Once you have created your quote and 
clicked “Continue” you will be taken 
to the screen (shown right) where you 
have several options as listed: 
 
1. Review the quote you have 

created to make sure it is complete 
and accurate. 

2. To make changes to the quote, 
click Back.  

3. If you aren’t ready to submit your 
quote yet, Click Save Draft to 
save what you have done without 
submitting the quote.  

4. When you are satisfied that the 
quote is accurate and complete, 
Click Submit.  
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Responding to Electronic RFQs 

What if I want to revise a quote I already submitted? 
If the RFQ does allow you to resubmit quotes, you can navigate to the home screen and 
click on the number for the quote/response that you want to revise.  From the action drop-
down menu located at the top right of the screen, select “Create Quote” and make any 
changes you would like to your quote.  (You can download new attachments, change the 
price you have quoted, etc.) You can now proceed to change and submit your revised 
quote in the same manner in which you created and submitted your original quote 
(reference page 6).  Please note that only the most recent quote you submit will be 
considered for contract award. 
 
What do I do if I already submitted a quote and the RFQ itself was 
revised/amended? 
On occasion, a Sandia Contracting Representative will need to revise and amend an RFQ that you 
may already have submitted a quote for.  You will receive an email notification that you must 
acknowledge the amendment.  You will then need to login to the system, acknowledge the 
amendment, and resubmit your quote following the steps outlined below: 
 
Navigate to the Amended version of the RFQ 
 
 

7 

 
 
 
 
 
 
 
 
 
 
 
 
 
View the Amendment 

1. Login to Oracle 
 
2. Click on the response 

number for the quote that 
requires resubmission 

1. In the warning box, select 
“View Amendment 
History.” 

2. From the Amendment 
History screen (right) 
select “Acknowledge 
Amendments.” 
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Responding to Electronic RFQs 

 
 
 
Acknowledge the Amendment 
 

1. Review the summary of 
changes made by the 
Amendment. 

2. Check the box at the top. 
3. Click “Acknowledge.” 

 
 
 
 
 
 
 
 
 
 
 
 
Revise and Resubmit Your Quote 
 

1. From the Confirmation 
screen, click “OK.” 

2. Revise your quote as 
appropriate (in response to 
any changes in the RFQ). 

3. When you are finished, 
click “Continue” then 
review the new quote and 
“Submit.” 
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Responding to Electronic RFQs 

 
How Do I Communicate Through the Electronic RFQ Module? 
You will find that many Sandia Contracting Representatives (SCR’s) will require that all 
communications take place in the Oracle Sourcing Module.  In order to: send a message, ask a 
question, or view any communications from the SCR regarding a particular RFQ; you will need to 
access the Online Discussion features available to you. 
 
 
 
How do I Access the Online Discussion feature? 
 
Navigate to the Online Discussion 
 
 

 
 
 
 
 
 
 
 
 

 
 
 

3. Navigate to the RFQ/Response 
for which you would like to 
monitor any online discussions. 
(see page 4) 

4. Select “Online Discussions” 
from the Action drop-down 
menu.  (You can also click on 
“Unread Messages” to go 
directly to any messages you 
have not opened yet.) 

 
 
 
 
How do I read a message? 
 

 
 
 
 
 
 
 
 
 

1. Click on the message text as 
shown. 

2. That will bring up the text of 
the selected message and any 
relevant message details 
(message date, etc.). 
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Responding to Electronic RFQs 

How do I reply to a message? 
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There are two ways to reply to a 
message, both are equally effective. 
1. From the Message, select the 

“Reply” button 
2. OR from the Online Discussion 

screen, click on the blue boxes 
under the reply column (shown 
right). 

3. Enter your subject, message, and 
select whom you want to receive 
the message, then click “Send.” 

 
 
 
How do I create a new message? 
 
 

 1. From the Online Discussion 
screen, click on the “New 
Message” button. 

2. Then select whom you’d like 
to send the message to, create 
a subject for your message, 
and type your message into 
the appropriate box. 

3. When you are finished, click 
“Send.” 
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